# Fermilab FermiWorks

Change Job: Change a Worker’s Hours
12.02.14

This process should be initiated by the Division Administrator.

1. Enter the worker’s name in the Search box.

Indiana Jones (300548) N

Training and Development Coord | Related Actions and Preview

Training and Development Coord

2. Click Related Actions to the right of the worker’s name.

3. Click Job Change > Transfer, Promote or Change Job.

Indiana Jones (300548) &2

Training and Development Coord

Training and Develooment Coord Available Actions  \\orker Indiana Jones
raining an evelopmen QO
g p (300548)

Compensation

Job Change Transfer, Promote or Change Job
Job Contact Compt Manage Work Changel%usmess Title
Jrganization Terminate Employee
Professional Profile Job Details

Start

As the worker will not be changing manager, team, or location, click Next.
Action

1. Click the red asterisk (*) to open the Reason field.
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2. Reason: Click Prompt > Worker Type Change for the Reason.

Action

Reason
Q

FLSA Status Change

Effective On ke effect? * 09/22/2014

Job Reclassification B
Promaotion

Promaotion - Internal Hire

m

Transfer Internal Hire
Transfer without pay change

Transfer with pay change

Worker Type Change

s

1

3. Click the red asterisk (*) to open the date field.

4. Effective On: Enter the next pay period date for this change to take effect.
5. Click Next.

Job

1. Click to update any field(s) if applicable.

2. Click Next.
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Change Job: Change a Worker’s Hours
12.02.14

1. Click the number of hours to open the field.

Location

Location Details Location

Scheduled Weekly Hours

* Batavia

20

s

2. Update the Scheduled Weekly Hours.

3. Click Next.

Details

Details

Job Classifications

Administrative

Additional Job Classifications

Q

Employee Type * | Regular L]
Time Type * | Full time a [iearcr
Pay Rate Type | Hourly B || rurime
Location Weekly Hours 40 Part fime
Default Weekly Hours [40 N
FTE 50%
Job Exempt D
Job Classifications 504 - Program Support (US Standard Occu

5 - Administrative Support Workers (EEO-1

HR - Human Resources (Job Comp Class-U
Company Insider Types search {E
‘Workers' Compensation Code from Job Profile  (emply)
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Verify the FTE matches the number of hours entered.

Details

Job Classifications Additional Job Classifications

Administrative Employee Type * ‘ Reqular
Time Type * ‘ Part time
Pay Rate Type ‘ % Hourly
Location Weekly Hours 40
Default Weekly Hours ‘ 40
FTE R0% I}

Click Next.

Attachments

No attachments are required for this process, click Next.
Organizations

Verify the organization section is correct, click Next.
Compensation

1. Verify there is No Change in Compensation.

2. Click Next.

Summary

1. Review the information to ensure it is correct.

Page 4 of 5



# Fermilab FermiWorks

Change Job: Change a Worker’s Hours
12.02.14

2. Click the minus sign on the right to close the housing section.

top
Stock Cod
Compensation Current Proposed
Empiyee Visoaty Date Iz
Total Base Pay 3001 USD Hoarly No Change
FayRange 2270 3285 USD Houry Mo Change #
®
@
>
Assignment Datail 0.01 USD Fian Nam P Effective Date No Change Fd
®
Alewrance Amount is Fquired. .
Etactve Date Assinment Detais 000 USD Monthly | PlanName  Housing Alowance | Effecive Dafe 00222014 @L/
Effective Date Assgnment Detsis .00 USD Monhly Fan Name  Stpend EMectve Date 197222014 [

3. Click the minus sign to the right to close the stipend section.

NOTE: The minus sign may not display until you hover over each field.

4. Enter a Comment to inform the approver what has been updated.

NOTE: Enter a Comment to update the Time Type to Part Time if this field was not available.

5. Click Submit.
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